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Executive Summary 
 “Digital literacy for all,” this is the slogan for the Community Workshop Series 
(CWS), a partnership between the School of Information and Library Science (SILS) at 
UNC-Chapel Hill and three local public libraries. This partnership was implemented to 
provide Chapel Hill, Carrboro, and Durham residents with information literacy skills and 
SILS students with experience providing information literacy instruction.  
Over the past twelve years, CWS has delivered these opportunities to community 
members and students alike, with the use of instructional packets that are comprised of as 
many as twenty pages of 12-point font and few pictures. Katie Kehoe, the current 
coordinator for CWS recognized these dense packets as posing a barrier for more 
effective instruction, hindering both student instructors and community members. Kehoe 
proposed that the packets needed to be redesigned, made shorter and more visually-
engaging to foster instruction, so this project was started to work towards more user-
friendly packets. 
This project included three major components: research, design, and testing. In the 
research phase, Kehoe was asked about the population of her students, who she identified 
as largely middle age and older. A survey of the literature (Appendix 1) provided the 
information necessary to begin a redesign of the packets, with adult learners in mind. The 
design process included the redesign of six existing packets (old versions can be found in 
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Appendix 2; new versions are located in Appendix 3). The testing phase included direct 
observation and interviewing of both past and current CWS instructors. 
Direct observation was quickly abandoned as an effective strategy of testing in this 
setting. To mitigate community members’ concerns about privacy, a flyer was posted on 
the interest of the classroom alerting them to the study, but the observer was not formally 
introduced to them. This led to participants expecting instructional assistance from the 
researcher, who was unable to balance the collection of rich observation and assistance of 
community members in the class. 
Interviews were conducted with both past and current instructors. The findings were 
discussed in regards to the age demographics, learner motivations, perceived learning, the 
role of packets in lesson planning, and how learners used and commented on packets. 
Recommended next steps include creation of alternate materials for adult learners 
with more significant visual impairments, narration of the packets being produced for the 
CWS website, and a more formal usability study with participants who are not CWS 
learners. 
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Purpose 
Through discussions with Kehoe, learnability, efficiency, memorability, and 
satisfaction were identified as the most important usability components for these 
materials. These components are defined by Jakob Nielsen (2012) below: 
 “Learnability: How easy is it for users to accomplish basic tasks the first 
time they encounter the design? 
 “Efficiency: Once users have learned the design, how quickly can they 
perform tasks? 
 “Memorability: When users return to the design after a period of not using 
it, how easily can they reestablish proficiency? 
 “Satisfaction: How pleasant is it to use the design?” 
 
 Materials are instructional in nature, and Kehoe envisions them as both something 
to be used in the classroom, and something adult learners can refer to when practicing 
new skills outside of the class. For these reasons, it is important that materials are not 
only learnable in the sense that participants are receiving instruction for them, but also 
that materials must efficiently communicate information such that learners can interact 
with them without the supervision of an instructor.  
Memorability was established as an important facet of design for the purpose of 
adult learners referencing a packet later. It was also deemed beneficial for packets to be 
created in a standardized format, which will allow memorability when adult learners take 
more than one CWS class and become familiar with the packet form. 
Additionally, efficiency was prioritized for two reasons. First, Kehoe identified 
efficiency of reference during class as a vital function of usable materials. Second, the 
SILS students who teach these classes are busy graduate students. Most of them are 
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taking a minimum of nine credit hours and working at least part time, in addition to 
participating in their other extracurricular interests. Busy students may volunteer 90 
minutes of their time to teach a class, but they may not be taking into account the process 
of preparing for the class, which is much more difficult when materials to review 
beforehand are lengthy and dense expository. 
After redesigning packets, a usability test will be carried out that involves semi-
structured interviews and direct observation. The purpose of this test is to determine 
whether learning or instructional processes are different when visual materials are present 
in the classroom, and if so, how they are different. 
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Method 
1.1 Testing Methodology 
Testing involved both semi-structured interviews and direct observation. The 
process for each is described as it occurred in this setting. To view the methodology as 
part of the initial proposal, see Appendix 1.  
1.1.1 Semi-Structured Interviews 
Past and current CWS instructors were interviewed to gain a sense of their 
experiences in the classrooms, asking past instructors what it was like to teach with only 
print-heavy materials and asking current instructors what it was like to teach with visual 
materials. Some instructors taught previously in addition to this semester so they were 
interviewed in regards to both sets of packets. Interviews took approximately 30 minutes 
and were carried out via phone. 
1.1.2 Direct Observation 
Direct observation was attempted in the CWS classes themselves. Classes that used 
visual materials were “observed” with the intention of making notes about how all 
materials are used to determine whether students find these visual materials to add some 
value to the class or enhance their learning experiences. However, only a small amount of 
data was collected through this process as Kehoe’s concerns about scaring off students 
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who may be privacy conscious, led to a lack of introduction of the researcher in the 
research role and subsequent focus on helping participants.  
In this setting, observation became less about observing the expected variables, and 
more about being present in case errors were identified or materials were glaringly 
unhelpful, which was not the case. Each class session ended with a debriefing session 
which usually included a discussion of what went well and what didn’t, sometimes 
involving the packets. Since collection of this information was not submitted as part of 
the IRB, it will not be reported. 
1.2 Testing Environment 
Interviews were scheduled to last an hour, with the expectation of lasting 
approximately 30 minutes. Participants were met in person or provided consent by 
digitally signing a copy of the informed consent form (Appendix 1).  
The Community Workshop series holds workshops at the Carrboro Cybrary, Chapel 
Hill Public Library, and Southwest Regional branch of the Durham County Libraries. 
These three libraries have three unique layouts and varied instructional tools available for 
use by CWS. The three libraries are described in this chapter to offer insights as to how 
instruction might be presented to students at each location. Observation was only 
attempted at one location, but descriptions of all three locations are included below. 
1.2.1 Carrboro Cybrary 
The Carrboro Cybrary is a one-room library. The space includes five computers 
arranged in a circle. The Cybrary does not have access to a whiteboard or projector, so 
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instruction is provided verbally and relies on heavy engagement with course materials. 
The computer bank is the lighter grey circle in Figure 1. 
 
Figure 1: Carrboro Cybrary 
 
1.2.2 Chapel Hill Public Library 
Instruction in Chapel Hill Public Library takes place in a designated computer lab with 
approximately twenty computers inside. There is a projector screen and white board at 
the front of the room, so instructors often pull up presentations and deliver live demos to 
the class. Unlike the two other locations, Chapel Hill’s computer lab has closed doors, 
allowing for greater comfort in facilitating discussion and increased volume during 
lectures. Figure 2 shows a map of the computer lap with student computer stations as the 
lighter shade of grey. 
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Figure 2: Chapel Hill Public Library's Computer Lab 
 
1.2.3 Durham 
Durham County Library’s Southwest Regional branch is a larger library than the 
Carrboro Cybrary, but does not have a designated computer lab. Instead, computers are 
set up in banks of six in between the stacks. Each bank has three computers on each side, 
so that two sets of three people are facing each other. There are two sets of banks where 
the banks are present in the stacks, one on either side of the aisle. Sometimes more than 
one bank is used. The banks are the lighter shades of grey in Figure 3. There is also a 
portable whiteboard. 
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Figure 3: Durham County Library - Southwest Branch Computers in the Stacks 
  
1.3 Equipment and Materials 
The materials necessary to complete this project included previous iterations of the 
instructional packets, a computer, a SharePoint account, a Canva.com account, and a 
printer, among other things. The materials used for the design and testing are described in 
the setting in which they were used. 
1.3.1 Design 
The most important aspect of redesigning these packets was the knowledge of how to 
design instructional materials for older adults. A survey of the literature was created as 
part of the project proposal and can be found under Appendix 1. Redesign of new packets 
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was also contingent on the existence of old packets. These packets were carefully read in 
comparison to some lesson plans Kehoe had prepared. Kehoe’s lesson plans were 
generally used to discern which information was most important and in what order the 
information should be presented, they can be accessed in Appendix 2. Essential 
information was then pulled from the old packets, and formatted in the new packets. The 
old packets can be found in Appendix 2. 
A computer with access to the internet was necessary to produce the new packets. 
Packets were made using Canva.com, a free online graphic design program. The Canva 
account was made using an email created for CWS so the credentials can be shared with 
all CWS volunteers, so that they may easily manipulate and update lessons. 
1.3.2 Testing  
Direct observation did not require many materials. The current packets (see Appendix 
3) and computers were already available to the learners as part of the class. The 
researcher also made use of a notebook and writing instrument, to record notes. 
 Semi-structure interviews required consent forms, a pen, a computer, a SharePoint 
account, interview script, and on occasion, a phone. Participants were asked to read and 
sign the consent forms. Then, they were interviewed using questions from the interview 
script. Their responses were typed up in a document on SharePoint, which is password-
protected and is deemed appropriate for protecting the privacy of respondents. Two 
interviews were conducted over the phone. 
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Evaluation Measures 
1.4  Observation Metrics 
The observation metrics initially proposed stated that, “any and all behavior will be 
collected in regards to the use of the materials.” These behaviors were operationalized as 
the following four variables: 
 the number of times a specific sheet is referenced by an individual, 
 whether participants squint at the materials or hold them closer to their face, 
 any comments made about the materials during the session, 
 and how instructors integrate the materials into their teaching. 
In actuality, observation was much more difficult than expected. Adult learners thought 
the researcher was one of the instructors and as a result, the researcher did not collect as 
much data as planned. Additionally, the data that was collected falls under the broad 
category of “any and all behaviors,” rather than necessarily into the four operationalized 
variables. 
 
1.5 Interviews 
Qualitative data was collected through interview responses. Both past and current 
CWS instructors were interviewed using the same set of questions, and responses were 
compared to determine if there were noticeable differences in responses to questions that 
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could be caused by the implementation of new packets. Nine questions were asked and 
the purpose for each of these questions are described below. To see the two interview 
scripts, see Appendix 1. 
First, participants were asked to, “Describe the setting in which you taught for the 
Community Workshop Series.” This was phrased broadly to encourage participants to 
describe classroom resources without influencing their responses to how availability or 
lack of certain resources (other than the packets) effects the way they provide instruction. 
Next, questions were asked about adult learners in the CWS classes. Information 
about their demographics and interest in learning computer skills to make sure the 
information provided by Kehoe for the project proposal had not changed. The instructors 
were also asked about participant’s levels of computer skills before and after the course 
to ascertain whether there was a difference in perception of how a 90-minute workshop 
effects learners’ knowledge and confidence in regards to the skills being taught. There 
was also a question about repeat customers at multiple repetitions of the same workshop, 
but most instructors didn’t teach the same workshop over different semesters. 
Finally, CWS instructors were asked about the roles of the packets. The need 
expressed at the formation of this project was that packets should be made more efficient 
for both teaching and learning, which led to CWS instructors being asked about were 
both about how the packets were used for their lesson preparation as well as how adult 
learners interacted with them in the class. 
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Results 
1.6 Observations 
Observations were recorded for two of the seven classes in which new packets were 
used. These observations did not follow the operationalized variables. Often, what seems 
important during the planning phase of research is not what may be observed during the 
actual testing phase. 
During both sets of observations, the behavior of proximity of packets to 
participants’ faces was recorded. There were eight participants at both sessions, and a 
total of 13 learners were observed as actively looking at the packets, but holding them 
away from their face or leaving them flat on the table. This is an important observation, 
because it indicates that the use of larger print font was beneficial for the design of 
packets. During one of the sessions, it was observed that two of the eight participants 
were squinting at some of the large screen-captured pictures. This behavior was not 
observed at any other session, but because the researcher’s attention was divided, it is 
possible that this is a problem that could be addressed in the future. 
Another interesting observation included learners taking notes, three out of eight 
participants were tallied as doing so during one set of observations. In subsequent 
sessions where rich data was not collected, more participants were observed taking notes. 
This could be an indication of a number of things. Perhaps reduction of text is not 
beneficial for adult learners who plan to review the packets later. Or perhaps, the 
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presence of whitespace is useful, because it allows adult learners to prioritize the 
information they want to save for later. More testing needs to be conducted to determine 
what the causes of note-taking are and how adult learners feel about the reduction of text 
and abundance of whitespace. 
Other observed behaviors included looking ahead when asked answers in class and 
not even bothering to open their packets. The cause of the latter has yet to be determined, 
but based on the attitudes of adult learners to computer instruction reported in the 
literature review (Appendix 1), it may be that they are resigned to believe they can’t use 
the materials to guide themselves or that they should interact directly with the instructors 
while they have the chance. 
1.7 Interview Results 
1.7.1 Age of Participants 
Instructors were asked about the demographic information of participants to gain 
information about the age of participants. Kehoe initially reported the age range as 
majority older adults, with some outliers. This held true with all five past instructors 
identifying their population as older adults and four of the five current instructors 
identifying their learners as older adults. One current instructor refused to answer 
demographic information about age, and self-identified as “bad at estimating age.” 
One past instructor and two current instructors also mentioned the presence of 
middle-aged adult learners in their classes. Additionally, two past instructors indicated 
that they had English language learners in their classes who may or may not have been 
elderly. 
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1.7.2 Reasons for Learning Computer Skills 
This section is not described as a difference between past and current instructors, 
but rather as a collective set of information from which decisions can be made about the 
content of future materials and the context of examples. Figure 4 shows the number of 
times common reasons for interests were reported during interviews. 
 
Figure 4: Common Reasons for Learning Computer Skills 
 
In two cases, general interest was reported as being an effect of receiving a 
computer or smartphone as a gift from younger family and having no idea where to even 
start in using their gift.  
There were some other interesting and insightful things reported in regards to 
reasons for learning computer skills. One instructor mentioned while giving demographic 
information that they felt the older adults were “lonely older folks who got human 
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interaction by attending these classes.” Another instructor reported that they felt older 
attendees were “just trying to ‘keep up with the times’ so to speak.” Yet another 
instructor reported that they felt learners “knew they would fulfill some need or get an 
advantage from learning these skills, even if they couldn’t articulate what that advantage 
would be.” 
There were also report of class specific interests, which will not be reported in 
great detail due the specificity of their self-motivated learning goals. Some instructors 
mentioned their learners’ privacy concerns on social media and specific metrics learners 
wanted to track using Microsoft Excel. 
1.7.3 Perceived Learning 
Figure 5 shows perceptions of learners’ knowledge when they entered the class 
and Figure 6 shows perceptions of learners’ knowledge at the end of the class. The post-
class perceptions of user’s knowledge, show that current instructors reported more 
instances of increased understanding of broad concepts, but need practice with the 
mechanical skills. This could be in part due to the decreased number of beginners 
reported for this semester. 
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Figure 5 Computer Skills Prior to Class 
 
 
Figure 6: Computer Skills After Class 
 
1.7.4 Packets for Lesson Planning 
Both sets of instructors reported equivalent use of the packets during their lessons. 
However, during lesson planning, all of the current instructors reported reading the 
packets ahead of time, in comparison to 60% of the past instructors, Figure 7. One 
instructor taught during both sessions, and read the packets during both sections, but 
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reported that the previous packets felt “clunky” while the new packets were much more 
approachable, “I knew I could teach from them immediately.” 
 
Figure 7: Role of Packets in Lesson Planning 
 
1.7.5 Adult Learners Use of and Attitude towards Packets 
Figure 8 reports the behaviors that instructors observed in their learners in regards 
to use of packets. Behaviors positively associated with learning (note-taking, taking the 
packets home, and getting ahead during the workshop) are recorded more often by 
current instructors who use the more visually-oriented packets. In theory, this observed 
trend in behavior is because of the introduction of more visually-engaging packets in the 
classroom.  
The packets are less text-heavy, which means participants are more likely to take 
notes. A decreased amount of text also leads to learners being able to draw connections 
on their own, and rather than struggling to keep up with the pace of class as they read 
through the material, they are able to jump ahead whenever they are satisfied with the 
connections they’ve made. 
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Figure 8: Reported Learner Use of Packets 
 
Compliments on past packets praised their thoroughness, while compliments on 
current packets praised their design. People reported both sets of packets as being an 
amazing resource to have to take home. The complaints reported by current instructors 
were all typographical errors, while the cause of previous complaints were not specified. 
One previous instructor reported that they didn’t like the previous packets and were 
“surprised we didn’t have any complaints” due to the daunting nature of the packets. 
 
Figure 9: Reported Comments on Packets 
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Recommendations 
1.8 Packet Design 
Packets were designed for older adults who might have some visual and cognitive 
limitations, because the Community Workshop Series is only designed to provide 
instruction in regards to what technologies the public libraries have available. After most 
of the project was completely, it was discovered that the Carrboro branch has access to 
Zoom Text and JAWS, two popular assistive software applications for learners with more 
significant vision loss. For this reason, it is suggested for consideration that future 
packets are designed with an alternate version that include even larger text and a high-
contrast color scheme (white and yellow text on a dark blue or black background). 
Additionally, a redesign of the CWS website is underway, and in the interest of 
accessibility, it would be beneficial for the packets to be available not only as they stand, 
but also described in an audio files. 
 
1.9 Research and Testing 
This project prioritized the privacy concerns of stakeholders and learners over the 
collection of more rich data. Further research that prioritizes data collection is highly 
recommended, but because the Community Workshop Series is an established program, it 
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is recommended that such research is conducted outside of the Carrboro, Chapel Hill, and 
Durham area. Such research where there is not an existing program similar to the 
Community Workshop Series is recommended to avoid a decrease in retention for these 
vital programs, but also because this research would be an excellent opportunity for a 
community that doesn’t already have a program like this to build one. 
It is also recommended that future research prioritizes adult learner’s perspectives, 
rather than collecting metrics purely from observation. Ideally, this research would 
include not only their classroom experiences, but also report their use of packets when 
not in the class setting. This is especially relevant to the role of the packets as an 
instructional tool for learners to reference when not in the presence of an instructor.
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Reflection 
This project was an excellent learning experience, both in terms of practicing research 
and design skills, but also in identifying personal weaknesses. Katie Kehoe and I met to 
debrief at the end of the project to discuss the packets and the design process. Feedback 
related to the packets themselves was largely positive, with some suggestions about 
developing greater confidence. 
  
1.10 The Packets and Design 
Kehoe loved the level of detail in the packets, as well as the scale of information 
presented. “What I really like about packets that have been built are images that allow 
students to make connections on their own,” She said. “The images next to a description 
allow students to engage with these packets without a teacher,” which was one of the 
major reasons for redesigning these materials. 
Although in the Recommendations section, there was mention of greater emphasis on 
accessibility, Kehoe felt that the current design was beyond satisfactory. The font size 
and abundant presence of white space make the packets usable by learners who have 
vision impairments requiring large text. The size of the text also contributed to the 
reduced amount of text, “allows users to absorb the material rather than making decisions 
about what is important for them.” 
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1.11 Suggestions for Personal Growth  
I set out to create eleven packets and ended up making seven. This was in part due to 
the scale of the project, but another major contributing factor was my lack of confidence 
in my work and design decisions. Though Kehoe reminded me of my agency and her 
willingness to help and provide feedback throughout the design process, I stunted my 
performance in this project with perfectionism and an overabundance of 
conscientiousness which led to procrastination.  
Despite lack of my own perspective on my inner workings, Kehoe was spot on in her 
description of what she believed held me back from completing more of the packets. “A 
lot of things you ran into trouble was time and fear that you didn’t know what you were 
doing. When, in reality, the materials you had sent me were really well-designed.”  She 
described a cycle of worry and procrastination, which is pictured below as Figure 10. 
 
Figure 10: The Cycle of Worry and Procrastination 
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1.12 How I Would Do This Over 
If I’d had the foresight to plan for this, I might have started this project earlier and 
made more arrangements to meet with Katie Kehoe. I believe meeting on a regular basis 
would have decreased the time I spent worrying about my design decisions, because I 
would have been able to get her approval and input more frequently. Kehoe also pointed 
out that the packets I did not complete were based on three different versions of 
Microsoft Office products. She suggested that retrospectively, I could have completed 
only the packets for the most current versions of these products as it would eventually 
become the packet for other libraries when they updated their software. 
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Appendix 1: Proposal 
Introduction 
Research Questions 
I am creating visual materials (educational supplements that are heavy on pictures 
and visually-engaging) for the Community Workshop Series, a program in which 
Master’s students at the University of North Carolina at Chapel Hill’s School of 
Information and Library Science volunteer to teach patrons of the Carrboro Cybrary, 
Durham County Public Libraries, and Chapel Hill Public Libraries basic computer and 
information literacy skills. This program has been in place for approximately 12 years 
and is currently coordinated by a Master’s student at the University of North Carolina at 
Chapel Hill School of Information and Library Science, though it was previously run 
through the University Libraries until funding dissipated. As it stands, the current mission 
statement of the Community Workshop Series program is to provide “digital literacy for 
all,” but the mission statement is set to be workshopped and strengthened in the spring of 
2019, when Katie Kehoe (the current CWS coordinator) plans to revamp the program’s 
organizational and institutional structure. 
In order to make visual materials that benefit learners in this context, my research 
questions to be answered by my literature review are: 
1. How do in-print (materials are accessed as paper documents, not through a digital 
medium) visual materials intended to supplement computer and information 
literacy instruction need to be designed to be usable for adult learners?  
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2. What are common accessibility issues that should be taken into account when 
designing these materials for adult learners, particularly aging populations? 
 The research I will do after completing my literature review falls broadly into the 
category of user experience research and will aim to measure the effectiveness and 
usability of the visual materials I create, when used in the Community Workshop Series 
classes. As such, I will be seeking to answer the following questions: 
1. Is the learning or instruction process different when visual materials are 
present in the classroom? If so, how is it different? 
 To answer these questions, I will be conducting semi-structured interviews and 
performing direct observation in the classroom setting in which materials are used. I will 
interview past and current CWS instructors to gain a sense of their experiences in the 
classrooms, asking both sets of instructors what it was like to teach with only print-heavy 
materials and asking current instructors if they feel the addition of visual materials as 
changed the way in which they teach or had an effect on student learning. My direct 
observation will be performed in the CWS classes themselves. I will observe classes that 
use visual materials, and make notes about how all materials are used to determine 
whether students find these visual materials to aid some value to the class or enhance 
their learning experiences. 
 
Glossary 
1. Visual materials – educational supplements that are heavy on pictures and 
visually-engaging. 
30 
 
2.  In-print – materials are accessed as paper documents, not through a digital 
medium. 
3. Text-based – educational documents that are primarily composed of text. 
 
Why Pursue This? 
Learning the skills taught by the Community Workshop Series is important for 
participants who are living in an increasingly digital world. Not only are digital skills 
beneficial, they can sometimes be necessary as jobs require online applications and 
digital literacy and health records become available to patients from the comfort of their 
computers (Dickinson, Eisma, Gregor, Syme, and Milne, 2005). Luckily, the three 
libraries that are partnered with the Community Workshop Series are taking an important 
step in working to decrease the digital divide and provide equal access in not only 
providing computer access, but also providing instruction. 
 A full list of classes taught are listed on the Community Workshop Series’ 
official website and you can find them in Appendix A.1, along with verbatim descriptions 
pulled from the website. Some classes listed on the website are out of date and being 
phased out or revamped; known instances of these classes have been left off this list. 
 Additional classes that are in the process of being changed or added include an 
internet basics class for English language learners and three separate social media classes 
for platforms such as Facebook, Instagram, and Twitter. The social media classes were 
initially grouped as one 90-minute lesson, but are in the process of being parsed out to 
allow more hands-on experience with each of these tools in the classroom. The adaption 
of the internet basics class for English language learners includes plans to provide text-
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free instructional materials to learners who may be overwhelmed by a barrage of English 
text. 
 As part of her efforts to make the Community Workshop Series a nationally-
known bastion of digital literacy instruction, CWS coordinator, Katie Kehoe, has called 
on me to create visual materials to supplement participant’s learning. Current materials 
are daunting 20+ page documents that give lengthy expository, and would be best served 
as a long-term document for participants to reference when not in the classes. However, 
when sessions are only 90 minutes long, participants and teachers alike need an easily 
accessible document to connect them to the lessons. Kehoe (who has experience as a 
college professor) believes lessons could be more effective if visual guides were 
available, rather than requiring instructors and students alike to spend time skimming and 
scanning through heaps of text. 
 As someone who has taken classes in library instruction and usability, I 
understand the importance of creating materials that are accessible and provide another 
method of instruction to learners. Therefore, I don’t want to simply create these materials 
for the Community Workshop Series, I also want to test them and make sure they’re not 
simply aesthetic. As instructional materials, they should add something to the classroom 
experience. Kehoe, whose experience prior to becoming the CWS coordinator includes 
teaching undergraduate students explained her attitude to the need for better-designed 
materials as, “Instructional materials should be something that is so useable students feel 
empowered to guide themselves through their learning. One of my main philosophies as a 
teacher is that eventually my students shouldn't need me to learn. They should learn how 
to engage with the material themselves. Students don’t get to take an instructor home. 
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They can take materials home.” As user-friendly materials, they should follow a set of 
user principles to be discussed with Kehoe and other stakeholders as the project 
progresses.  
As part of a curriculum that seeks national-recognition, materials should be 
created with open access in mind, designed in a way that makes them easily manipulable 
and usable for other organizations that want to use these materials for digital literacy 
instruction. User research is necessary to ensure these materials meet all the goals they 
set out to meet, or to identify the changes that need to be made so they can ascend to the 
level of usefulness proposed. Regardless of national expansion of the program, this body 
of research is designed to provide a clear framework for what digital literacy instructional 
program materials should look like, so that it could be referenced by any library seeking 
to provide computer education programs to their patrons. 
Literature Review 
Research Questions 
1. How do in-print visual materials intended to supplement computer and 
information literacy instruction need to be designed to be usable for adult 
learners?  
2. What are common accessibility issues that should be taken into account when 
designing these materials for adult learners, particularly aging populations? 
 
Identification of Relevant Literature 
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 In order to answer the research questions above, four key concepts were identified 
and a used to create a brief vocabulary of search terms. These terms were then used in 
various permutations to scour academic databases related to education and library 
science. Psychology and medical databases were also surveyed for information related to 
accessibility concerns faced by aging populations, but ultimately these articles were 
determined to be wildly out of scope. The terms and their associated vocabularies are as 
follows: 
 Materials - visual materials, instructional materials, guides, supplemental 
materials, visual aids 
 Instruction - education, instruction, literacy, digital literacy instruction, 
computer literacy instruction, information literacy instruction, digital 
media instruction, computer instruction 
 Adults - senior citizens, elderly adults, elderly, older adults, aging 
populations, adult learners 
 Accessibility - usable, usability, functionality, accessible 
 The literature available on the overlap of these topics is somewhat sparse, but the 
resources that were identified are rich with information pertinent to this area of study. As 
the remainder of the literature will show, the literature that supports this area of study 
also supports itself, with many studies (even those seemingly only tangentially-related) 
drawing similar conclusions about adults, instruction, and accessibility. 
I also used citation searching and forward chaining on materials that were relevant 
to my work, especially if they were relevant to computer-specific instruction. Both 
instruction, computers, and literacies are constantly evolving, so it was important for me 
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to identify the newest resources possible related to my topic. Author searching was used 
on any resources that coalesced with more than one aspect of my research. (Bates, 1989) 
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Who Are Adult Learners? 
Adult learners are a unique group of people who face challenges caused by their 
age. Badke (2008), discusses mostly early to middle aged adults, describing them as 
“bright, articulate, early adult to middle-aged, world-wise people who are motivated to 
learn.” For middle-aged learners, such challenges can include having been out of a 
learning environment for a number of years and having responsibilities external to their 
learning (such as jobs and families). Their hectic lives leave them with little tolerance for 
extraneous materials and lead them to value conceptualization of the use of the material 
to them, making them frustrated with busy work. Badke stresses this point, saying “This 
isn’t spoon-feeding. They want to be able to grasp the point of the assignment, its goals, 
and the steps required to move from topic to product.” (Badke, 2008) 
 
Physical and Mental Limitations in Aging Adult Populations 
In an article about designing systems with a built-in tutorial for senior computer 
users, Hawthorn (2007), notes that observation of the seniors enrolled in computer classes 
painted “a depressing picture of the problems older people faced in learning an 
environment not especially designed for them.” Not only do elderly adults face the same 
problems as other adult learners, they are more likely to have physical and mental 
limitations, as an effect of aging. In many cases, this left senior learners and their tutors 
feeling like the seniors weren’t going to make any progress in computer education. This 
left tutors likely to exert less effort in teaching their elderly students, but the students still 
saw the failings as inherently their fault and expressed gratitude toward the tutors whom 
they perceived to be hardworking and helpful. These learners are highly susceptible to 
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receiving inadequate instruction and assistive help with their devices because they’ve 
seemingly accepted their fate as computer illiterate because computers aren’t designed to 
best support their needs. (Hawthorn, 2007) 
Physical problems included vision impairment and difficulties with fine motor 
control. Cognitive barriers to learning included “trouble generalizing, [having] problems 
grasping apparently simple computer concepts,” and “repeated cycles of fragile learning 
in which material learnt in one session was likely to be forgotten in subsequent sections 
and forgotten again after further re-learning.” (Hawthorn, 2007) 
The health and aging related barriers are reaffirmed in a 2013 study regarding 
eHealth literacy, which states that older adults “reported included arthritic pain in the 
fingers, neck and back pain, neuropathy, difficulty typing due to other disability, chronic 
fatigue and other medical conditions that interfere with their ability to concentrate and sit 
for a long period of time, and glaucoma and other vision problems.” (Choi, Dinitto, and 
Eysenbach, 2013) 
 
Psychosocial Barriers Experienced by Adult Computer Learners 
There were also psychological and social barriers to adoption of computer 
technologies. Not only did some seniors consider themselves too old to learn to use 
computers, some “were fearful of radiation exposure from the computer, and had 
insufficient reading comprehension to effectively use Internet resources.” (Choi, Dinitto, 
and Eysenbach, 2013) 
Psychosocial barriers are also seen in minority populations. While the library’s 
free courses and provision of computers can offset socioeconomic barriers to computer 
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use in these populations, there are three underlying reasons why adults in these 
populations may not seek out computer training or adopt computer usage on their own: 
“relevance, fear, and self-concept.” (Stanley, 2002) 
By relevance, Stanley is referring to perceived relevance of computer skills to 
their life goals didn’t connect such skills to  things that would benefit them. 
“Approximately two out of five respondents indicated that they did not see computer 
literacy as a means to an economically, socially, or informationally enriched future.” This 
indicates that examples used and exercises suggested in materials should be as general 
and flexible as possible. If these learners are in our classes, its important for us to provide 
a conceptually malleable set of instructions that is practical enough to be used and 
referred to, but general enough that learners can identify how it might be useful to them 
in their lives and not scared away from these settings by institutionally-implements 
irrelevance. (Stanley, 2002) 
Fears were anxieties related to learning new technology, uncertainty, and failure. 
Adult learners who were gainfully employed in industries that don’t make much use of 
computer software were anxious about perceived time waste if they failed to learn 
efficiently. Additionally, learning to use the computer is daunting even without fear of 
failure or time waste. Adult learners were intimidated by the sheer amount of information 
there was to learn. (Stanley, 2002) 
 
Benefits of Computer Education 
 To understand what benefits computer education has for adults, we must first 
determine if they are users. Due to their age and increased likelihood of retirement, older 
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adults are assumed to be the population least likely to use computers, since they are least 
likely to have had to adapt to their presence in the workforce.  
According to the Pew Research Center, we see that this age group does have the 
lowest adoption of tech, but that it is steadily growing. There are lots of reasons this may 
be the case, varying from widespread adoption of the internet in general to expected 
increases in seniors using computers as current middle-aged adult computer users age 
into the senior category. This quote from the Pew Research Institute describes the rate of 
computer and internet usage by elderly adults as of 2017. These rates all take a hit as age 
increases by 10 years. Additionally, rates vary based on educational level, race, and 
primary language spoken, indicating that the digital divide (expectedly) persists for 
seniors. (Anderson and Perrin, 2017)  
“Around four-in-ten (42%) adults ages 65 and older now report owning 
smartphones, up from just 18% in 2013. Internet use and home broadband 
adoption among this group have also risen substantially. Today, 67% of seniors 
use the internet – a 55-percentage-point increase in just under two decades. And 
for the first time, half of older Americans now have broadband at home.” 
(Anderson and Perrin, 2017) 
 
How can computer education benefit adult learners? 
 An article about eHealth literacy among homebound seniors seems to suggest that 
computer usage greatly improves their quality of life. Seniors cite benefits such as 
“convenience of accessing health-and nonhealth-related information; increased 
communication and social connections with family, friends, and others regardless of 
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geographical distance; keeping abreast of news and other happenings in their immediate 
and global communities; participating in a variety of online educational, social, and 
recreational activities; and convenience of online shopping, banking, and travel 
arrangements.” These are all benefits the Community Workshop aims to provide to adult 
learners through education, meaning it is important to the quality of life for some older 
people to receive the type of instruction the Community Workshop Series provides. In 
order for this education to be effective, instructional materials must be prepared in a way 
that helps seniors, both in the classroom and at home. (Choi, Dinitto, and Eysenbach, 
2013) 
 
How to design for adult learners? 
Computer Education for Adult Learners 
 The old adage may say “you can’t teach an old dog new tricks,” but many 
librarians disagree, particularly when it comes to teaching seniors and older adults 
computer skills and digital literacy. In a 2003 article about computer instruction in Palm 
Beach County Libraries, Bean and Laven argue that libraries are expertly equipped to 
teach media and digital literacy, including to seniors. They even provide a testimonial 
from a “woman who took classes to overcome her fear of computers,” saying, “These 
classes have built up my confidence.” While there is no magic bullet for computer 
instruction, understanding the group of learners who seek to learn can help build 
curriculum and design instruction that best suits their specific needs. When librarians do 
this, even the learners who stand to learn the most can become experts. (Bean and Laven, 
2003) 
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Visual Materials for Adults 
Research on how elderly religious sisters use computers included two small 
sections on visual presentations to older adults. The first addressed text size, particularly 
in regards to manuals explaining how to use computers. Inadequate materials were a 
major barrier to Sisters’ adoption of technology, as they could not independently teach 
themselves how to use the computer. In response to this, Smith clearly stated, “Large 
type manuals should be an option for the user at the time of purchase.” This indicates a 
need for use of a large font size in creation of materials. In some cases, it may be 
beneficial to create two handouts for each class, where one is usable by adults without 
vision difficulties and another, which would use more pages is geared toward adults with 
vision difficulties. While the instructor-generated text used in the flyers will always aim 
to be readable regardless of requirey of large-print materials, some images used may 
require scaling that would cause the page number to increase. (Smith, 2005) 
Additionally, while an evaluation of the way “visual interfaces” (used in the 
Cybernun study to indicate websites, but understood in this study to include paper 
documents) are most user-friendly with a white background and contrasting text and 
images. In regards to highlighting information, it noted that it was best for seniors if the 
colors used for this purpose were not “those in the blue-green range.” For purposes of 
accessibility, it’s best of information is “presented in consistent locations, without 
irrelevant information or dense areas of text.” In response to these points, the materials 
produced will be white and highly branded and standardized so each material is clearly 
identifiable as a CWS material and users who attend more than one workshop will have a 
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sense of familiarity even when using the handouts for different classes. It is beneficial 
that the color associated with CWS is a shade of pale blue-green, as this will allow the 
branding of materials to include standardized color, but in such a way that the branding 
itself will not be too distracting. Visual cues to information will use non blue-green 
colors, such as pink and orange. (Smith, 2005) 
A focus group study conducted in 2003, showed that of flip charts, PowerPoint 
presentations, and overhead projections, elderly adult learners preferred PowerPoint. This 
may be something of a barrier in libraries which do not have projectors that broadcast 
directly from the computer, but understanding the seniors’ reasoning for preferring this 
media can help us best adapt that functionality to paper handouts, as well as help 
understand how to create optimal presentations in library settings where the technology is 
available. (Austin-Wells, Zimmerman, and McDougall, 2003) 
Their comments revealed that the seniors liked “the brighter colors, the larger 
text, simplicity of format, and high novelty” that the PowerPoint presentations delivered. 
Seniors also enjoyed the graphic nature of PowerPoints, and described them as similar to 
“having closed captioned TV.” The focus on the graphic nature of materials is 
particularly important to the ideas that the CWS materials need to to be more graphically-
oriented. While Katie’s original reasoning of this was to cut down on in-class readings 
since it is much easier to look at a picture and compare it to a screen then it is to read 
exposition that details a visual and then find an identify it on a screen, knowing that 
seniors find graphics engaging and accessible supports the nature of this project and a 
shift from text-heavy to visual materials. (Austin-Wells, Zimmerman, and McDougall, 
2003) 
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In Bean and Laven’s 2003 article about computer instructions for elderly adults, 
which is arguably the most seminal piece of literature related to this project, they discuss 
the needs of elderly learners in terms of printed materials. Librarians who designed 
materials listed things such as “simple, step-by-step instructions using clear, concise, 
wording, in an easy-to-read font and size (Helvetica and Arial work well)” and 
“abundant, labeled graphic illustrations to keep their attention focused” as being 
particularly important for seniors. This description shows that the focus of print materials 
made for seniors should be approachable, engaging, and readable. (Bean and Laven, 
2003) 
In their current state, the materials offered by the Community Workshop Series 
are none of these things. Though they have the benefit of being thorough, the materials 
are text-heavy, use 11- to 14-point mostly serif fonts which can be difficult for people 
with visual differences to read, and average approximately 20 pages in length. 
Additionally, the CWS materials were created over a span of 12 years and may not be as 
consistently formatted as they seem at first glance.  
A senior quoted in the Bean and Laven article also drew attention to the problem 
with trying to learn from younger family being that they zoomed through the process. 
This suggests that people learning about computers would benefit from still images they 
can refer to which would allow them to approach tasks at their own pace, and give them 
an additional visual resource to refer to when they are unable to get assistance from a 
younger person. (Bean and Laven, 2003) 
Methods 
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I am creating visual guides for the Community Workshop Series, a program in 
which Master’s students at the University of North Carolina at Chapel Hill’s School of 
Information and Library Science volunteer to teach patrons of the Carrboro Cybrary, the 
Durham County Public Library Southwest Regional Library, and Chapel Hill Public 
Library basic computer and information literacy skills. The research I will do as part of 
this project will aim to judge the effectiveness of the visual materials I create, when used 
in the Community Workshop Series classes. As such, I will be seeking to answer the 
following question through semi-structured interviews and direct observation. 
 Is the learning or instruction process different when visual materials are 
present in the classroom? If so, how is it different? 
 
Semi-Structured Interviews 
 I will interview past and current CWS instructors to gain a sense of their 
experiences in the classrooms, asking both sets of instructors what it was like to teach 
with only print-heavy materials and asking current instructors if they feel the addition of 
visual materials has changed the way in which they teach or had an effect on student 
learning.  
 Both past and current instructors will be identified through Katie Kehoe, the 
current Community Workshop Series Coordinator, who has access to both past and 
current schedules. Past instructors, who are alumni of the School of Information and 
Library Science, may be contacted through Facebook, Twitter, LinkedIn, or email. 
Current instructors will be contacted through their University email (colloquially known 
as HeelMail), and may initially be contacted by Kehoe, as her role in the CWS 
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organization will provide a sense of legitimacy to participants who may otherwise be 
skeptical of this research. 
The goal of these interviews is to develop a sense of how instruction was and is 
managed, and whether anything changes with the introduction of more visually oriented 
materials in the classroom. Questions will be asked about the setting and learners to make 
sure the materials are as user-friendly as possible in the context in which they are used. 
Additionally, questions are asked about both student and instructor experiences with the 
handouts to see if there is a reported difference in satisfaction and use of the materials. 
The responses given by current instructors will be compared the responses given by 
current instructors and the findings will be reported quantitatively. 
 
Direct Observation 
My direct observation will be performed in the CWS classes themselves. I will 
observe classes that use visual materials, and make notes about how all materials are used 
to determine whether students find these visual materials to add some value to the class 
or enhance their learning experiences.  
Any and all behavior will be collected in regards to the use of the materials. This 
behavior will be divided into four variables that will be evaluated qualitatively in both the 
discussion of the finished paper, as well as in regards to any additional changes made to 
the materials for the sake of the Community Workshop Series. These variables are:  
 the number of times a specific sheet is referenced by an individual, 
 whether participants squint at the materials or hold them closer to their 
face, 
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 any comments made about the materials during the session, 
 and how instructors integrate the materials into their teaching. 
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Privacy of Subjects 
 The privacy of all subjects will be taken seriously. To ensure that interview 
subjects are protected as much as necessary, names will be kept anonymous. 
Unfortunately, since volunteers are known to the Community Workshop Series 
Coordinator and others who work with the Community Workshop Series, they may feel 
their identity isn’t secured enough, however they will not be asked any questions that put 
their professional or personal lives in jeopardy. Interview subjects will be asked to sign a 
consent form. 
 Since no personal information is being recorded about subjects under direct 
observation, they will be informed that the class is under observation. None of their 
identities will be recorded by the researcher, however, there may be records of 
registration kept by the libraries. For this reason, the particular library at which 
observations occur will not be recorded. If students express verbal discomfort, their 
behaviours and interactions with the handout will not be recorded. 
 
Advantages and Limitations of Methodology 
Semi-structured interviewing has been chosen because it allows for a reasonable 
amount of flexibility in which questions are asked and leaves space for additional 
questions to be asked when interviewees say something that the interviewer would like 
them to explain in greater detail. Direct observation has been chosen because it allows the 
researcher to silently watch classes without interfering with instruction. (Wildemuth, 
2017)  
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The biggest potential limitation is in direct observation. Being watched makes 
many people uncomfortable and they are likely to act differently. Katie Kehoe also had 
concerns about scaring off students who may be privacy conscious, but after some 
discussion decided that the best way to proceed is to have the researcher build rapport 
with the students and CWS volunteers so they feel comfortable being observed. Also, 
since the research is not so focused on individual users, per se, as it is on the materials 
and how they are used by CWS students and teachers alike, students will be assured that 
we are not observing them, but recording data regarding the effectiveness of the visual 
aids. (Wildemuth, 2017)  
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Index A.1: List of Courses Currently Offered by the Community Workshop Series and 
Their Official Course Descriptions 
 
1. Computer Basics: This class is for anyone just beginning to learn how to 
use a computer. We will briefly go over the physical computer parts, how 
to turn the computer on and off, the desktop, Start menu, and how 
Microsoft Windows works. We will also spend time learning how to use 
the mouse. No previous experience with computers necessary! 
2. Internet Basics: This class is for new computer users who would like to 
learn how to use the Internet. We will learn how to open a web browser, 
how to navigate to different sites, and how to search the web using a 
search engine. 
3. Gmail Basics: This class will help you set up a Gmail email account and 
learn how to use it. By the end of the class, you will know how to login, 
create and send emails, attach files to an email, and add people to your 
contacts list. 
4. Search Engine Smarts: This class will teach you how to use search engines 
like a pro. We will cover tips to help make your Internet searching smarter 
and more efficient. 
5. Word Basics: This class is intended for new users of Microsoft Word, a 
word processing program. In this class, you will learn how to do basic text 
formatting and editing, how to copy and paste, how to insert images, how 
to check your document for spelling and grammar errors, and how to save 
and print.  
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6. Doing More with Word: This class picks up where Word Basics left off. In 
this class, you will learn how to modify toolbars, how to apply advanced 
formatting options including bulleted lists, how to create tables, columns 
and adjust margins, and how to insert text boxes and symbols.  
7. PowerPoint Basics: This class covers the basics of Microsoft PowerPoint, 
a presentation program. In this class you will learn how to create slides 
and edit text, layout and design, insert pictures, graphs and tables, display 
your presentation, and save and print.  
8. Excel Basics: This class is intended for new users of Microsoft Excel, a 
spreadsheet program. In this class, we will briefly cover the different parts 
of a spreadsheet and accompanying toolbars. You will learn how to insert 
and format text in cells, how to insert and format columns and rows, how 
to sort data, how to perform basic math functions, and how to save and 
print.  
9. Job Searching and Resume: In this class you will learn about active and 
passive online job searching techniques. We will be covering online job 
search resources and websites, how to create a professional presence 
online, and how to manage all of your job search information. In addition, 
you will learn how to use Microsoft Word to format your resume using 
margins, bullet points, and “power verbs.”  
10. Finding Good Health Information: There is a lot of health information 
available online. This class will teach you how to evaluate health 
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information that you find on the web, as well as show you reliable 
websites for researching health information. 
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Index B.1: Interview Questions for CWS Instructors (Past) 
1. Describe the setting in which you taught for the Community Workshop Series. 
2. Were there any distinct groups of people who frequently attended these 
workshops (age, race, educational level, abled or disabled)? 
3. What were the reasons participants had for wanting to learn these computer skills?  
4. How would you describe the average level of computer skills participants had 
prior to the class? 
5. How would you describe the average level of computer skills participants had at 
the end of the class? 
6. If you taught different sessions of the same workshop, did you notice repeat 
customers at more than one session? 
7. What role did the handouts play in your lesson planning? 
8. How did students interact with the handouts? 
9. Did you ever have students compliment or complain about the handouts? If so, 
what did they say? 
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Index B.2: Interview Questions for CWS Instructors (Current) 
1. Describe the setting in which you taught for the Community Workshop Series. 
2. Were there any distinct groups of people who frequently attended these 
workshops (age, race, educational level, abled or disabled)? 
3. What were the reasons participants had for wanting to learn these computer skills?  
4. How would you describe the average level of computer skills participants had 
prior to the class? 
5. How would you describe the average level of computer skills participants had at 
the end of the class? 
6. If you taught different sessions of the same workshop, did you notice repeat 
customers at more than one session? 
7. What role did the handouts play in your lesson planning? 
8. How did students interact with the handouts? 
9. Did you ever have students compliment or complain about the handouts? If so, 
what did they say? 
  
53 
 
Index B.3: Direct Observation Poster 
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Index B.4: Informed Consent 
University of North Carolina at Chapel Hill 
Consent to Participate in a Research Study 
Adult Participants 
 
Consent Form Version Date: 3/20/2019 
IRB Study # 18-3344 
Title of Study: Creating Friendly Handouts: Towards More Accessible Materials in 
Digital Literacy Instruction 
Principal Investigator: Rachel~Anne Spencer 
Principal Investigator Department: University Library 
Principal Investigator Phone number: 336-693-8984 
Principal Investigator Email Address: raeannes@ad.unc.edu 
 
 
 
CONCISE SUMMARY 
 
The purpose if this story is to evaluate the usability of new handouts that were recently 
created for the Community Workshop Series (CWS). If you choose to participate, you 
will be interviewed for ~30 minutes. There are no significant risks of participating in the 
study. Potential benefits are applicable only to current and future digital and media 
literacy students and instructors, and only include an increased ease of use of 
instructional materials. 
 What are some general things you should know about research studies? 
You are being asked to take part in a research study.  To join the study is voluntary. 
You may choose not to participate, or you may withdraw your consent to be in the study, 
for any reason, without penalty. 
 
Research studies are designed to obtain new knowledge. This new information may help 
people in the future.   You may not receive any direct benefit from being in the research 
study. There also may be risks to being in research studies. Deciding not to be in the 
study or leaving the study before it is done will not affect your relationship with the 
researcher, your health care provider, or the University of North Carolina-Chapel Hill. If 
you are a patient with an illness, you do not have to be in the research study in order to 
receive health care. 
 
 
Details about this study are discussed below.  It is important that you understand this 
information so that you can make an informed choice about being in this research study.  
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You will be given a copy of this consent form.  You should ask the researchers named 
above any questions you have about this study at any time. 
 
 
What is the purpose of this study? 
 
Visual materials (educational supplements that are heavy on pictures and visually-
engaging) are being created for the Community Workshop Series (CWS) a program in 
which Master’s students at the University of North Carolina at Chapel Hill’s School of 
Information and Library Science volunteer to teach patrons of the Carrboro Cybrary, 
Durham County Public Libraries, and Chapel Hill Public Libraries basic computer and 
information literacy skills. This program has been in place for approximately 12 years 
and is currently coordinated by a Master’s student at the University of North Carolina at 
Chapel Hill School of Information and Library Science. The purpose of this study is to 
evaluate the usability of these materials, and comparatively assess them in regards to 
previously-used materials. 
 
You are being asked to be in the study because you have been an instructor or floater for 
CWS. 
 
Are there any reasons you should not be in this study? 
You should not be in this study if you haven’t taught or floated for CWS. 
 
How many people will take part in this study? 
A total of approximately 10 people at 1 institution will take part in this study, including 
approximately 10 people from this institution. 
 
How long will your part in this study last? 
You will be interviewed for approximately 30 minutes, though this estimate will vary 
based on the amount of information you choose to provide. There is no expected follow-
up. Your responses will not be associated with your name and will be stored until May 
13, 2018. 
 
What will happen if you take part in the study? 
You will be asked a series of questions that were constructed to gain a sense of your 
experiences as a teacher for the Community Workshop Series. 
What are the possible benefits from being in this study? 
Research is designed to benefit society by gaining new knowledge. If you are a current 
CWS instructor who is going to continuing providing instruction through CWS or a past 
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CWS instructor who plans to use CWS-generated instructional materials, the benefits to 
you from being in this study may include: 
 ease of providing instruction for digital literacy classes 
 ease of preparing to teach for digital literacy classes 
If you are not a CWS or digital/information literacy instructor, there is little chance you 
will benefit from this study.  
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What are the possible risks or discomforts involved from being in this study? 
There are no known risks to participating in this study. If you choose to participate and 
experience any discomfort during your participation, inform the researcher immediately. 
 
How will information about you be protected? 
No names or personally-identifiable information will be stored, aside from the consent 
forms. Consent forms will be shredded upon completion of the thesis on April 12. A de-
identified transcription of the interview will be stored in an ONYEN-protected folder, 
and will be deleted on May 15.  
Names of past and current instructors are available to Katie Kehoe (the Community 
Workshop Series Coordinator) and others who are involved in CWS. They will know 
who was eligible for participation, but will not know whether or not YOU participated. 
Participants will not be identified in any report or publication about this study.  We may 
use de-identified data from this study in future research without additional consent. 
Although every effort will be made to keep research records private, there may be times 
when federal or state law requires the disclosure of such records, including personal 
information.  This is very unlikely, but if disclosure is ever required, UNC-Chapel Hill 
will take steps allowable by law to protect the privacy of personal information.  In some 
cases, your information in this research study could be reviewed by representatives of the 
University, research sponsors, or government agencies (for example, the FDA) for 
purposes such as quality control or safety. 
What if you want to stop before your part in the study is complete? 
You can withdraw from this study at any time, without penalty.  The investigators also 
have the right to stop your participation at any time. This could be because you have had 
an unexpected reaction, or have failed to follow instructions, or because the entire study 
has been stopped. 
 
Will you receive anything for being in this study? 
You will not be compensated for taking part in this study.  
 
Will it cost you anything to be in this study? 
If you enroll in this study, you are not expected to have to pay for anything, including 
travel or parking. It is expected that you will either complete this interview remotely or 
that you will already be on campus or able to use Chapel Hill transit to travel to an in-
person meeting for free. If you choose to drive to the study location, you will be 
responsible for all of your personal transportation and parking costs. 
What if you are a UNC student? 
You may choose not to be in the study or to stop being in the study before it is over at 
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any time.  This will not affect your class standing or grades at UNC-Chapel Hill.  You 
will not be offered or receive any special consideration if you take part in this research. 
 
What if you are a UNC employee? 
Taking part in this research is not a part of your University duties, and refusing will not 
affect your job.  You will not be offered or receive any special job-related consideration 
if you take part in this research. 
 
What if you have questions about this study? 
You have the right to ask, and have answered, any questions you may have about this 
research. If you have questions about the study, complaints, concerns, or if a research-
related injury occurs, you should contact the researchers listed on the first page of this 
form. 
 
What if you have questions about your rights as a research participant? 
All research on human volunteers is reviewed by a committee that works to protect your 
rights and welfare.  If you have questions or concerns about your rights as a research 
subject, or if you would like to obtain information or offer input, you may contact the 
Institutional Review Board at 919-966-3113 or by email to IRB_subjects@unc.edu. 
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Participant’s Agreement: 
 
I have read the information provided above.  I have asked all the questions I have at this 
time.  I voluntarily agree to participate in this research study. 
  
 
______________________________________________________ 
Signature of Research Participant 
 
____________________ 
Date 
 
______________________________________________________ 
Printed Name of Research Participant 
  
 
______________________________________________________ 
Signature of Legally Authorized Representative 
 
____________________  
Date 
 
______________________________________________________ 
Printed Name of Legally Authorized Representative 
  
  
 
______________________________________________________ 
Signature of Research Team Member Obtaining Consent 
 
____________________ 
Date 
 
______________________________________________________ 
Printed Name of Research Team Member Obtaining Consent 
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Appendix 2: Previous Packets and Lesson Plans 
1.13 Computer Basics Packet 
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1.14 Computer Basics Lesson Plan 
Computer Basics 
Lesson Plan 
Aug. 2018 
CWS 
 
Computer Basics  
Estimated Lesson Time: 90 minutes 
 
PREP WORK:  
 Read handout on Computer Basics 
 Get to library early to test for technology failures 
 Pull up the keyboard practice activity 
 Pull up the Mousing Around practice on each computer 
http://www.pbclibrary.org/mousing/intro.htm  
 
 Make you have enough copies of the handouts and the feedback forms 
***The library will print handouts for us. 
OBJECTIVES: 
 Identify basic parts of a computer (Mouse, Keyboard, Monitor, USB Port) 
 Differentiate between software and hardware 
 Be able to turn a computer on and shut it down 
 Use and understand the different functions of the mouse 
 Understand the basics of a keyboard  
LESSON OUTLINE 
I. Introduction: 
 
 Introduce instructor, students, goals for the class 
 Let students know they can take phone calls, but remind that to put phones on 
vibrate and answer them outside of class 
 Inform students, they can leave for the restroom anytime—No need to ask 
 Show/tell the class timeline to students 
 Icebreaker Question: What is your experience with computers?  
 
II. What is a Computer: 
Test for knowledge: Ask the class what is a computer? 
One of many different answers you could use/receive: 
On any given day, you will encounter computer systems in much of what you do, even if 
you don’t realize it. The television channels you watch, the radio stations that you listen 
to, the car that you drive in, and even the cash register at the local grocery store are all 
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controlled in some way by computer systems! They help us perform tasks, keep track of 
information, and even control the airplanes that fly above us. Throughout the course of 
this class, you will learn about how computers work, how to perform simple tasks, and 
more 
 
III. Different parts of the computer: 
 
Hardware- 
 The Monitor The monitor looks like a television screen and is where you see 
what is happening on your computer. By using shadows and graphics with over a 
million different colors, much of what you see will appear 3-dimensional. Think 
of this as the ‘face’ of the computer. 
 
 The CPU (Central Processing Unit) The CPU houses the machinery that allows 
your computer to work. Think of this as the ‘brains’ of the computer. This 
component looks very different in desktops and laptops, but it works the same.  
 
 The Keyboard The keyboard is one of two ways to interact with your computer. 
The keys should mostly mimic a traditional typewriter. THE MOUSE This is the 
other way to interact with your computer. Most mice have two buttons—a right 
and a left button—and a scrolling wheel. 
 
 The Mouse This is the other way to interact with your computer. Most mice have 
two buttons—a right and a left button—and a scrolling wheel. 
Software-  
Software consists of programs that we use to interact with the computer. You can’t 
physically. touch software like you can the keyboard, but you can still interact with it. A 
word processing program like Microsoft Word is a piece of software that you could use 
to type a grocery list. Games that you play on your computer are also considered 
software—it doesn’t have to be work-related! 
Software comes in two main parts: The operating System and Programs 
 
 The operating system (OS) is like the foundational software needed for 
everything else in the computer to function properly (software, hardware, etc). 
 
 Windows, Mac OS, and Linux (among others) provide a way for us to 
communicate with the computer, save files, use the mouse and keyboard, and all 
the basic operations of the computer. Mobile devices like smartphones and tablets 
also have their own OS.  
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 Metaphor: The OS is like the autonomic nervous system. You don’t need to think 
about breathing, or about your heart beating, it just works. The OS controls the 
basic functions of the computer so you don’t have to. 
 
 Show desktop – this is like the “home base” of OS. 
 
Note: Students might be used to using a different OS and that’s okay. The skills they learn 
in this class can be carried over and applied to most computers. 
 
 Programs: (also known as Applications) are built to perform a specific task – like 
write documents or make a spreadsheet and they “live” within the operating 
system. 
 
IV. The Desktop 
 
The Desktop is what you’ll see when the computer first starts. This is your home base for 
opening programs and finding files. Indicate following items: 
 
 Icons- shortcuts to programs (or files and folders), like little keys that open up 
different programs or places on your computer. 
 Start Button/ Menu- where you go if you can’t find the programs you want on the 
desktop. 
 Taskbar - shows us all the programs we have open and allows us to switch 
between them. 
 Notification Area -  allows us to view programs that are running in the 
background as well as shows important messages about computer updates.  
 System Tray shows the time, date, and speaker icon. 
 Demo: Switching between programs using the taskbar. Show how icon in taskbar 
is same as icon on desktop. 
 
V. Using the Mouse 
 
One of the most difficult things to learn when first beginning to use a computer, is how to 
use the mouse. It takes coordination, precision, and patience. Fortunately, the more you 
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practice, the easier it will become! 
 
Activity:  Ask students to find a partner to work with in the class. Then direct the students 
to open up the Mousing Around activity that you have already pulled up on each of the 
computers. Students are told that from now until the end of the exercise they will be 
working with their partner to complete the Mousing Around exercise. (Generally I end 
after “Beyond the Basics, but if you have an advanced group, I invite you to continue) 
The Mousing Around exercise will allow them to practice using the mouse. Each screen 
offers instructions for how to perform a specific computer task using the mouse. Students 
may NOT move to the next screen until both people in the partnership are able to 
complete the task. I encourage students to read the directions on each screen out loud.  
VI. Using the Keyboard:  
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Offer an over view of the basic keyboard functions. Then guide  students through the 
basic keyboard practice activity.  
Key Board Practice Activity: 
Now that we have gone over what some of these keys are, we are going to practice a few 
basic keys on the key board, so that you can see what these keys do, and are better able to 
remember how to use them when you are using a computer by yourself in the library or at 
home. For this practice, we will be using lines from below from Maya Angelou “But Still 
I Rise.”  
1) Arrow Keys: Use the arrow key and move the cursor to the end of the line: “You 
may write me down in history” 
 
2) Backspace: Using the backspace button, delete this phrase: “With your bitter, 
twisted lies.” 
 
3) Delete: Put the curser in front of this line: “You may trod me in the very dirt.” 
Then delete the word  “You” using the delete key.  
 
 
4) Enter: Put the blinking cursor before the words: “But still, like dust, I'll rise.” 
Then hit the enter button to start a new paragraph.  
 
 
5) Caps Lock Button: Press the Caps Lock Button. Now, move the curser to the end 
of the paragraph. Type your first name in all capitals.  
 
VII. Closing 
 Briefly review what information we just covered in class (What is a computer? 
What are the Computer parts? Hardware vs. Software, Desk Top, Mouse Basics, 
Keyboard basics 
 What questions do you have about what we just learned? 
 Inform them of what information will be covered in the next workshop  
 Thank them for coming & ask them to fill out the feedback form 
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1.16 Internet Basics Lesson Plan 
 
Gm Internet Basics 
Lesson Plan 
Fall 2018 
CWS 
Internet Basics  
Estimated Lesson Time: 90 minutes 
 
PREP WORK:  
 Read handouts on Internet Basics 
 Get to library early to test for technology failures 
 Make you have enough copies of the handouts and the feedback forms 
 Make sure you have copies of the instructor evaluation form 
***The library will print handouts for us. 
OBJECTIVES: 
 Understand basic internet vocabulary 
 Use and Understand basic browser functions 
 Conduct a search to find information online 
 Know how to stay safe online 
 
LESSON OUTLINE 
VIII. Introduction: 
 
 Introduce instructor, students, goals for the class 
 Let students know they can take phone calls, but remind that to put phones on 
vibrate and answer them outside of class 
 Inform students, they can leave for the restroom anytime—No need to ask 
 Show/tell the class timeline to students 
 Icebreaker Question: What is your experience with the Internet? What is the 
internet used for? 
 
IX. What is the Internet? 
Test for knowledge:  What is the internet/ What is the internet used for? 
One of many different answers you could use/receive: 
The Web, also known as the World Wide Web (WWW), is essentially a collection of an 
uncountable number of pages of information displayed on the Internet. It is an 
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information-sharing tool that is growing at an unbelievable rate. According to a Google 
study, there are over a trillion unique web pages and over 4.5 million new websites are 
registered each month! You can view this information with the help of a “web 
browser”—a window that allows you to view online content (e.g., Internet Explorer, 
Mozilla Firefox, Safari, and Google Chrome). Because there is so much information on 
the Internet, and so many individual sites and pages, it would be nearly impossible to find 
what you were looking for by just “browsing” or flipping through sites, not only because 
of the sheer size of the collection, but also because you wouldn’t know what address to 
go to! To deal with this, we use a web browser to access a search engine which allows us 
to search for a particular topic, word, or phrase. The Internet is a communications 
network that connects computers from all around the world. To reach different websites, 
we use search engines like Google or Bing to search for websites about a particular topic, 
word, or phrase. Just like you might use the library catalog to find a book or the phone 
book to find a business, search engines organize information and make it accessible for 
Internet users. If you can think of a topic, there is probably a website about it! 
X. Getting Online: 
To get online, we need to use a web browser, like Google Chrome or Firefox. A web 
browser is a program that allows users to view pages online. Locate a web browser icon 
on the desktop. (There should be a picture of the icon in the student packet.) Left click on 
the web browser icon twice to open it. If you cannot find the web browser icon, you can 
always locate it in the start menu in the bottom left hand side of your screen. Simply type 
in the name of the web browser you would like to use in the search bar.  For this lesson, 
we are going to use Google Chrome.  
Everyone should open a web browser before going to on to talk about web terms.  
 
XI. Web Terms: Creating a Vocabulary 
 
There are number of terms that if we know, will help us navigate the web faster.  
*Teaching Tip: As you go over these terms, have a webpage pulled up. Use the mouse 
and point to each part of the website so that you are talking about. Encourage students to 
do the same. For example, if you are talking about the back button, hit the back button 
and let the students practice hitting the back button just to experience what it does. You 
can also go through activity one on the handout.  
 
 Browser: A program that allows us to view the internet 
 
 Web Address/URL: Like a house address for a webpage. Displayed in the 
browsers’ address bar.  
 
 Website: A collection of webpages  
 
 Link: Text or image that “Links” Or connects us to another webpage by 
clicking on it. 
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 Search Engine: a website used to search for information on other websites 
 
 Internet/World Wide Web: A network of interconnected computers from 
around the world.  
 
 Back Button: Takes you back to the last page 
 
 Forward Button: Takes you forward one page at a time.  
 
 Refresh Button: Reloads the page with any changes since it first loaded. Use if 
the page won’t load properly. 
 
 Home Button: Returns you to the first page you see when you open the 
browser 
 
 Menu: Shows options for browser such as settings, printing, Browsing history.  
 
Activity 1: See Student Handout for complete instructions.  
 
Ask students to use the back button, the forward button, the refresh button, the home 
button and the menu button.  
 
XII. Searching for Information 
Now that we have practiced the basics of navigating the web, you’re ready to start 
performing your own searches. In pairs, practice answering the following questions 
online: 
 Your friend calls on the phone and says that they are experiencing a flat 
tire on the side of the highway. They have all the items they need to 
change the tire, but they have never changed flat tire before. They do not 
have a smart phone, and they have called you because they would like you 
to look up on google how to change a flat tire and read them the 
information. Your job is to find a website to help your friend.  
 You are interested in attending more events at the public library. Using 
google, search for your library’s event calendar. Find one event you might 
be interested in attending. 
 You’ve just won a trip to Paris for checking out your one millionth book 
from the library (It could happen! Maybe?!). You need to know what the 
weather will be like in Paris this week. Use google to figure out answer.   
 Brainstorm with your partner a list of other useful things that you could 
look up online. Write down a few of these answers to share with the class.  
XIII. Handling Multiple Searches at Once: 
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 Sometimes when we are searching online for information we are comparing information 
from two different places. For example, we might be want to know what price of a 
computer is on amazon verses the price of a computer on BestBuy. We can use the 
internet to navigate to multiple websites and keep the information open on different tabs.  
Tabs are different pages of the internet that you are switching between while you are 
using the web.  
 
Practice: Using google chrome pull up two different tabs. On one tab navigate to one 
library’s calendar (such as Chapel Hill’s calendar), on another tab navigate to Carrboro’s 
library calendar. 
Ask students to click between tabs to compare the two calendars.  
Question to ask the class: Why would this knowledge be useful?  
XIV. Information we can encounter online and Staying Safe Online: 
 
 Viruses: are malicious programs that are loaded onto your computer 
without your knowledge. They can destroy or delete everything on 
your hard drive, such as your files and folders, or extract personal 
information. Your computer can become infected when you download 
pictures and files from the web or email messages, so avoid 
downloading files from the Internet unless you are sure it is safe. If 
you receive an e-mail from a friend with an attachment, especially if it 
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seems strange, verify that they intended to send you the attachment 
before you open it. 
 
With millions, upon millions of websites, obviously not all the information 
online can be correction. But there are signals within web pages that inform us 
whether or not information is reliable. Here are a few examples:  
Edu- a web address ending in edu is a website created by an educational 
institution 
Org. a web address ending in .org is a website created by an organization. 
Often non-profits use org.  
.Com  Many websites, including businesses use .com. Anyone can create a 
.com website. Sometimes the information is reliable. Sometimes the 
information has a bias. (For example, Amazon.com wants to sell us products) 
 
XV. Closing:  
 Review the information covered in the lesson.  
 Ask if there are any questions about the material.  
 Handout feedback forms to students.  
 Floater and Instructor fill out self-evaluation forms. 
 Make sure you know how many students attended class and write 
down the number on the self-evaluation forms. 
 Tell students what the next class will cover in the future. Calendar can 
be found on the CWS website: http://cws.web.unc.edu/schedule/  
Internet Basics Activities 
Purpose: Each of these activities is designed to teach you the basics of navigating the 
Internet. By the end practicing these activities, you should know how to navigate between 
web pages, understand basic web navigation terms (refresh, home, back, forward, URL), 
and you should be able to perform a google search for information.   
Activity One: 
1. Using the Navigation Tools Online 
 Open your web browser  
 Type the following website into your web browser: 
https://chapelhillpubliclibrary.org/ 
 Hit the back button to take you back to take you back to the home page 
 Hit forward button to take you back to the library website 
 Hit the refresh button to reload the page. 
 Hit the home button to return to the home page.  
Activity Two:  
2. Navigation Practice 
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 Click on minimize button to make the webpage return to the tool bar. 
 Click on the maximize button to make the webpage fill the whole 
computer screen. 
 Click on the button to create a new tab. 
 Click on the X to close out the web page.  
Activity Three: 
3. Searching for Information: 
In pairs, practice answering the following questions online: 
 Your friend calls on the phone and says that they are experiencing a flat 
tire on the side of the highway. They have all the items they need to 
change the tire, but they have never changed flat tire before. They do not 
have a smart phone, and they have called you because they would like you 
to look up on google, how to change a flat tire, and read them the 
information. Your job is to find a website to help your friend.  
 You are interested in attending more events at the public library. Using 
google, search for your library’s event calendar.  
 You’ve just won a trip to Paris for checking out your one millionth book 
from the library (It could happen! Maybe?!). You need to know what the 
weather will be like in Paris this week. Use google to figure out answer.   
 Brainstorm with your partner a list of other useful things that you could 
look up online. Write down a few of these answers to share with the class.  
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1.18 Gmail Basics Lesson Plan 
Email Basics 
 
Estimated Lesson Time: 90 Minutes  
 
PREP WORK:  
 Read handout on Gmail Basics 
 Get to library early to test for technology failures 
 Make you have enough copies of the handouts and the feedback forms 
 Leave the feedback forms in the blue folder at the desk at the end of the night.  
 Download Sample Resume: https://www.northwestern.edu/careers/job-intern-
prep/resume-building/resume-samples/assets/experienced-alum-resume.pdf  
 Log in to the Instructor email account: 
cwsinstructorunc@gmail.com 
uncchapelhill2018 
 Write down student email for those who want to try gmail, but are not ready to make 
an account: CommunityworkshopuncS1@gmail.com Password: uncchapelhill2018. 
 
***The library will print handouts for us. 
OBJECTIVES: 
 Create and access an e-mail account 
 Compose and send e-mail 
 Open and read received e-mail 
 Attach a document or picture to an email 
 Open a document or picture from a received e-mail 
 Add a contact to your email 
 Organize your emails 
 
LESSON OUTLINE 
XVI.  Introduction: 
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 Introduce instructor, students, goals for the class 
 Let students know they can take phone calls, but remind them that to put phones 
on vibrate and answer them outside of class 
 Inform students, they can leave for the restroom anytime—No need to ask 
 Show/tell the class timeline to students 
 Icebreaker Question: What is email?  
This class will help you set up a Gmail email account and learn how to use it. By the end 
of the class, you will know how to login, create and send emails, attach files to an email, 
and add people to your contacts list. For this class, we are going to use Gmail as our 
example email server. This is one of the most popular email servers and one of the most 
secure. *If you are not comfortable using the Internet, it is suggested that you attend the 
Internet Basics class first. 
 
II.                 What is Email: 
 
Test for knowledge: Ask the class what is email? 
One of many different answers you could use/receive: 
 Email is “electronic mail.” Just like you send a letter in the regular mail, email 
uses the internet to send mail between people. 
 More than just messages can be sent by email. Photos, resumes, and other 
digital media can be sent via email (with some restrictions). 
 Metaphor: Gmail.com is the post office, an email address is like a PO box # (it 
is unique to you), and your password is like the key to get into your PO box 
  
Note: The email interface for email clients changes frequently (and sometimes 
dramatically), so be prepared. 
  
Activity: Create email addresses/Log In 
 Survey the class and find out who has a Gmail account. If they have a Gmail 
account invite them to log in. **Note: Sometimes students have a Gmail account, 
but they do not remember how to log on, or their log in information. Help them 
recover the account as best you can.  
 Creating a username: Often usernames for email use some combination of first, 
middle, and last name to create a username. Metaphor: Like a house address, it 
has to be unique to you, so the mailing service can correctly deliver mail. 
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 Many usernames look like this firstnamemiddleinitial_lastname@gmail.com 
 
 For students who do not have a Gmail. Direct them to page 5 in the CWS Packet. 
Instructors and floaters can work to get everyone signed up with Gmail. 
Sometimes, it can be helpful to ask students who have Gmail accounts to help 
those who do not. 
 This can be a good opportunity to discuss what makes a strong password 
 
If a student does not want to make an email yet, the student is welcome to use the 
instructional account for the CWS. Here is the Community Workshop Series Student 
email. This email is only to be used for instruction during class time: 
 
CommunityworkshopuncS1@gmail.com Password: uncchapelhill2018. 
 
 
 
 
Here is the instructor account for the Community Workshop Series. This instructor 
account is only to be used for instruction in the classroom:  
 
cwsinstructorunc@gmail.com 
uncchapelhill2018 
 
III.         An Introduction Email Interface: 
 
Pull up the email interface on the projector, or direct students to the packet 
Inbox: You will be directed to your inbox when you logon. The number of new or 
unread message in your inbox is displayed next to Inbox on the left-hand navigation 
column. Any messages you have not read will also appear in bold type. Gmail separates 
your email using tabs. So emails like newsletters from a retail store will appear in the 
Promotions tab to help keep your Primary inbox clear. If you have a new message in any 
of those tabs, you will have an icon next to the tab name. 
Compose: Hitting the red compose button, will bring up a message box that will allow 
you to compose an email.  
 
Other Important Buttons: 
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. 
IV:  Sending Email, Making Friends, Gaining Superpowers:  
 
On the projector pull up Instructor email. Make sure students have their email pulled up 
on their computers as well. 
 
 Click on compose. An email box will pop up in the lower right hand corner. 
 
 To field: The address field like on an envelope; an email can be sent to more 
than one person (separate email addresses with a space). 
 
 Subject field: What the email is about; a short synopsis of the topic of the email. 
Teachers Tip: Explain the importance of having a subject! 
 Composition field: The actual body of the email, where you write your message. 
Metaphor: The piece of paper that goes into an envelope. 
 
 Send: Sends the email (lower left hand corner) 
 
 Explain BCC and CC fields. CC is more a formality than a functional difference. 
 
Activity: Send an email to a friend 
 
For this activity you are going to send someone else in the class an email. Find a partner 
and exchange email addresses with them.  
 
To send the email, hit the compose button and enter in the following email address in the 
“To” Field. In this email you must include a subject heading that will tell me what your 
email will be about. When you write the email, answer the following question: If you 
could have any superpower, what superpower would it be? When you have answered this 
question, hit send.  
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Some notes about entering email addresses:    
 Always have @.     
 No spaces (like web addresses). 
 Gmail.com, yahoo.com, outlook.com = different post offices. 
 Importance of typing addresses correctly. 
 
Question to Ask Class: Why is the subject heading important?  
 
To the Instructor and Floater: Verify you have received the students’ emails and reply to 
each message. This could simply be a reply like: Cool! Save at least one email to reply to 
for the next activity.  
  
V.                Replying To Email: 
 
For this next activity, explain how to reply to an email. 
 Ask students to reply to the email they received from their partner wrote them to 
demonstrate they understand the concept.  
 
VI.              Attachments: 
 
Attaching a file is just like paper clipping several printed out documents together. 
Attaching a file is not limited to just email. You can attach a resume to an online job 
application or other online service. 
 
Show the files on the desktop.  Explain to the class that we are going to be sending a file 
from our desktop. The file we are using is the sample resume that you stored on the 
computers at the start of class. This is so the students understand where these files came 
from.   
 
Test for Knowledge: Why would you want to attach an image file to an email? 
 Send pictures of kids to grandparents. 
 Send drivers license for identity or tax purposes (e.g. when buying a house). 
 Send a cookie recipe to a friend. 
  
Activity: Attach and send a resume 
For this activity, lets pretend we are applying to a job. We are going to attach and send a 
resume from our gmail to our partner’s email.  
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Walk students through how to attach a file. 
 
 Compose a new message. 
 Type instructor’s email address in the To: field. 
 Type in a subject line of “Resume” 
 
Mention the importance of using a subject when sending professional or job related 
emails. 
 
 Click on the paperclip on the far left of the email toolbar. 
Teacher’s Tip: Mention that if they use a different email service or if they look at 
different websites, they may see “Attach” or “Upload” or “Insert” 
Point out the dialog box that appears when you click on the paperclip. 
 Use the dialog box to navigate to the desktop, click on Resume_example.docx, 
and click Open. 
Point out where the file is attached in the message. 
 Click on Send. 
 
Mention and reiterate that this process is the same, no matter what type of file they are 
attaching. It’s all about getting the file explorer dialog box, finding the file they want to 
send, selecting, and opening. 
 
VII. Checking the Sent Folder 
 
Test for Knowledge:  “How do we know this email was sent? Where do we look?” 
 
 Click on Sent Mail on our left hand side. 
 They will see an email titled: “Resume”. 
 Point out the paperclip icon on right side of emails with attachments. 
 
 
VIII.         Downloading Files 
 
We just practiced attaching a file to an email-that’s where we took a file that was already 
stored on our computer and sent a copy to someone else using email. But what if 
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someone sends me a file that I want to save to my computer? I would need to download 
it. 
 
 If needed, spend a moment explaining uploading vs. downloading files. Drawing a 
picture on the board can help. 
 
Activity: Download a file from a received email 
 
For this activity, you are going to download the resume that you have received from your 
partner. 
 
 Once you receive an email from your classmate, open it and you should see a 
small version of the file they sent you.  
 
 Hover over the attachment and you should see an arrow pointing down. This is 
the Download button. 
 
 Click the Download button. 
 
Note: If students are using the Chrome browser, they will see the file appear in a small 
box in the left hand bottom corner. 
 
How would I check to see if this file was downloaded to my computer? 
 
  Open the File Explorer from the taskbar. 
 Check the Downloads folder for the image. 
 
Mention to students that the file they received will always be stored online in their email, 
but if they needed to save it somewhere else or make edits, they would need to download 
the file. 
  
VIIII.   Organizing Emails: 
 
In this last section of class, we are going to discuss folders. Everything in your email is 
automatically organized into folders. The default folders in your email will be your 
Inbox, Drafts, Sent, Spam and Trash. 
 
Students may not see all of the default folders. Have them hover over the list and click on 
More. 
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You can then navigate between the folders (e.g., sent, trash, etc.) in your email by 
clicking on them in the left most column of your email. Whichever folder you are located 
in, the folder name will be bolded. 
 
Your Inbox is the standard folder that opens when you first log in to your email. To 
organize your email, you need to move messages between folders. 
 
Activity: Navigate between the Sent box and the Inbox. 
 
 Click on Sent, you can see any messages you have sent in the past. 
 Click on Inbox again and see the messages you have received. 
 Metaphor: Picture these two particular folders like an actual inbox and an outbox 
on your desk.  Your inbox receives incoming messages. Your out box is stuff you 
are sending out.  In your email, your out box is called “Sent Mail”. 
 
X.       Create Folders and Move Content: 
 
Just like you can create folders to keep your tax documents separate from your water bill, 
you can create folders to organize your email. 
 
Test for Knowledge:  Why would you want to create a folder? 
 Organization.  Instead of keeping all the content of your email in your inbox, you 
can organize it for quick reference into folders. 
 
 Activity: Create a folder and move a few emails into it. 
 
 For this activity, we are going to create a folder to store our sample resume.  
 
Gmail refers to Folders as labels. Labels work like the index in a book and allow an 
email to be located in several different folders simultaneously. 
 
 Select the email with the resume attached. 
 Select “Move to” icon. 
 Select “Create new”. 
 Type in “Job Materials” under the new label name field. 
 Navigate to newly created folder/label by selecting it to show the email you 
moved. 
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 Navigate back to inbox. 
 
XI.          Closing 
 
·         Activity: Signing Out 
 
 Walk students through signing out of their email and explain this importance for 
security.     
      
 Briefly review what information we just covered in class (see objectives from 
start of class) 
 What questions do you have about what we just learned? 
 Inform them of what information will be covered in the next workshop  
 Thank them for coming & ask them to fill out the feedback form 
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1.19 Facebook Basics Packet 
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1.20 Facebook Basics Lesson Plan 
Social Media: Facebook 
PREP WORK:  
 Read handouts on the Facebook for Beginners  
 Get to library early to test for technology failures 
 Make you have enough copies of the handouts and the feedback forms 
 Save this photo of Franklin the Puppy under pictures for students to use in the 
photo activity. 
 
 
 
***The library will print handouts for us. 
OBJECTIVES 
 Create Facebook account 
 Friend people on Facebook 
 Search for People on Facebook 
 Send Facebook messages 
 Write a status update  
 Understand how to navigate between the timeline and newsfeed.  
Before class: Record attendance, make sure there are enough handouts for class, make 
sure you have feedback forms for the end of the course, check computers to make sure 
they are on and ready to use.  
LESSON OUTLINE 
I. Introduction: 
 
 Introduce instructor, students, goals for the class 
 Let students know they can take phone calls, but remind that to put phones on 
vibrate and answer them outside of class 
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 Inform students, they can leave for the restroom anytime—No need to ask 
 Show/tell the class timeline to students 
 Icebreaker Question: What is your experience with Facebook? What is Facebook 
for? 
 
II. What is Facebook: 
 
 Facebook is a social networking site  
 Create a personal profile page  
 Used to Communicate and connect with family, friends and acquaintances 
  More than 1 billion active users on Facebook all around the world 
 
III. Creating a Profile 
 To use Facebook, you must set up a profile 
 A profile contains personal information, like your name, your interests 
and a photo. 
 A profile is also what people can see when they search for you on 
Facebook 
 
Activity: Create a Facebook profile 
 
Using page 3 of the packet, guide students through creating a Facebook profile. 
 
Note: If students do not want to create a Facebook profile yet, they are welcome to 
sign into the student Facebook account. No one is obligated to create an account.  
 
Here is the account information: 
 
IV. Navigating the Platform and Understanding Basic Terms 
 
Facebook contains a wide variety of features and these features are constantly 
being updated.  
 
 Navigation Bar: The navigation bar on the left hand side of the screen 
shows many of different places and features you use on Facebook.  
Clicking on photos in the navigation bar for example, will take you to 
your photos on Facebook. An example of the status bar appears on 
page 19 in your packet.   
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 Timeline: The Timeline is how Facebook organizes your posts. It’s done by 
year, hence the name Timeline. 
 News feed: Your News Feed is where your friends’ posts will show up. 
This is also where information from groups you have “Liked” will appear 
 The Status Box: The status box is where you can type in a status 
update that will appear on your friends’ news feed. This status box can 
be found on your timeline 
 Liking: When you hit the “Like” button it signifies that you like what 
someone said. If you like a page, or a business, you will receive posts 
from this page or business in your news feed.  
 
V. Privacy Settings  
 
 While nothing posted on Facebook is truly “Private,” you can set your privacy 
settings to control what information people can see and what they can’t. 
 We recommend hiding important information like your birth year, phone 
number, and email address. 
 Privacy Settings are personal. You control what you want people to see. 
 
Activity: Changing the privacy settings. Guide students through changing their privacy 
settings. If you have access to a projector, I recommend walking them through  
 Click the down arrow in the top right corner and select settings. 
  In settings, in the left hand column click “Privacy”  
 You will now see a table that looks like the one pictured below: 
 Click on the edit button in the right hand corner.  
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 Select the people, or groups of people that you would like to be able to see this 
information. You can keep the information completely private.  
 
VI. Making Friends  
 Facebook is most useful when you use it to keep in touch and connect 
with people in your life, whether through sharing messages, photos, or 
favorite news stories. When you connect with someone on Facebook, 
this process is called “friending” and the person you are connected to 
is called your “Facebook Friend.”  
 “Friending” means you have connected to another person’s profile 
 The best way to find people you know in Facebook is to search for 
them by name. Enter a person’s name in the search box at the top of 
the page, then press enter.  
 The results will then show you a list of names with their profile picture 
and a little bit of information about them. This will hopefully give you 
enough information to decide if this is the friend you were looking for 
or not. *Be aware that some people may have their settings so that they 
cannot be found by name searching, so they may have to add you first.  
 If you decide that you want to friend someone, click on the “Add 
Friend” button on the right side of the page. The other person will then 
have to confirm you as a friend before you can see the rest of their 
profile.  
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Activity: “Friend” someone in the class. Direct students to find a partner in the 
class. Ask them to search for this person in the search bar of facebook. When 
students have found their partner. Guide them through the process of submitting 
and accepting a friend request.  See the student activity sheet for more 
instructions.  
Sending a Private Message  
VII. Updating Your Status 
 One of the most popular features of Facebook is updating your status.  
 Facebook asks you in your status box, “What’s On Your Mind?”  
 You can take this literally and type out your every thought, you can tell a funny 
story about your day, you can talk about a delicious meal you recently had, or 
you can type out the lyrics to a song that is stuck in your head – the choice is 
yours.  
Test for knowledge: Where can you see your status once you update it? Where 
can your friends see your status 
 You can read your friends status updates on the news feed or directly on the their 
profile 
Activity: Update your status 
For this activity, we are going to write a status update. A status update goes to all 
your friends. You may write whatever you like in your status update. If you are 
unsure what to write, people on Facebook often post about food. 
 
 Click on your name in the top right hand corner. You will be taken to your 
timeline 
 Click on the box that says: “What’s on your mind?” 
 This is your status box.  
 Type in whatever message you would like your friends to receive here 
 When you are ready to post, hit share.  
 
VIII. Posting a photo  
 
 Posting photos is one of the most popular features on Facebook. 
 When posting photos of a friend or of themselves, people have the option of 
“tagging”  
 Tagging can be thought of as a creating a link between that photo and that 
friend’s profile. 
 Seeing and sharing photos is one of the main reasons people use Facebook 
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Activity: Posting a photo 
For this activity, imagine that you want to post a picture of your new puppy, 
Frank. Photos are often shared as a status update 
 
 
Follow these steps to share your dog’s image with your friends as your status. 
 Click on your name in the top right hand corner. You will be taken to your 
timeline 
 Click on the box that says: “What’s on your mind?” 
 Click on the button in the far left that says Photo/Video 
 A pop box of files saved on your computer will appear. Select the folder 
on the left that says pictures.  
 Click on the picture saved as “Puppy Frank”  
 Then hit the share button 
IX. Unfriending  
Sometimes we Unfriend people on Facebook. This means this person is no longer 
able to see your photos or posts. There are a lot of reasons you might choose to 
unfriend someone. For example, you might friend a colleague at work because of 
a work project. Now that the project is over you would like a little more privacy.  
 
For this last activity, I would like you to “Unfriend” your partner in the class. ( 
You can re-friend later if you want!)  
 
 Go to the search bar at the top of Facebook 
 Type in your friend’s name in the search bar and hit enter 
 Next to their name on the right hand side where it says friends, there is a 
an arrow pointing down. 
 Click on this arrow. 
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 Click on the last option, “Unfriend” 
 
XI.          Closing 
 
·         Activity: Signing Out 
 
 Walk students through signing out of their Facebook and explain this importance for 
security.     
      
 Briefly review what information we just covered in class (see objectives from 
start of class) 
 What questions do you have about what we just learned? 
 Inform them of what information will be covered in the next workshop  
 Thank them for coming & ask them to fill out the feedback form 
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1.21 Instagram Lesson Plan 
Please note: No packet was previously published for Instagram. 
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1.22 Internet Basics for English Language Learners Lesson Plan 
Please Note: There was no previous packet for this lesson. 
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1.23 Search Engine Smarts Packet 
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1.24 Search Engine Basics Lesson Plan 
Search Engine Smarts 
PREP WORK:  
 Read handouts on Search Engine Smarts  
 Get to library early to test for technology failures 
 Make you have enough copies of the handouts and the feedback forms 
***The library will print handouts for us. 
OBJECTIVES 
 Understand what a search engine is 
 Name and indentify kinds of websites 
 Develop search terms 
 Practice Performing a search  
 Evaluate sources/identify whether information is reliable 
 Save reliable search results  
Before class: Record attendance, make sure there are enough handouts for class, make sure 
you have feedback forms for the end of the course, check computers to make sure they are on 
and ready to use.  
LESSON OUTLINE 
X. Introduction: 
 
 Introduce instructor, students, goals for the class 
 Let students know they can take phone calls, but remind that to put phones on 
vibrate and answer them outside of class 
 Inform students, they can leave for the restroom anytime—No need to ask 
 Show/tell the class timeline to students 
 Icebreaker Question: What is your experience with search engines? What is a 
search engine used for? 
II.  What is a Search Engine? 
 Search engines are specialized websites that can help you find what you're looking 
for. They work by using algorithms (complex math equations) to comb through the 
internet and offer results based on keywords you’ve entered. You've probably heard 
of some of the most popular ones—including Google, Yahoo!, and Bing—even if 
you've never used them.  
 
 With these three search engines in mind, you may be wondering, "What's the 
difference?" They all have access to the same information (i.e., the contents of the 
Internet), so they should return the same results, right? Not necessarily. Different 
search engines can yield different search results. Google is the most popular search 
engine because it's the most effective at finding what you're looking for. 
III. What kinds of information can found on the internet, and where can I find it?  
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 Companies selling products, Organizations, News information, Wiki, 
Educational/School, Scholarly,  Blogs, Databases, Social Services 
 
 Activity: What’s the difference between a .com, .org, and .edu website? What kinds 
of information can be found on these different types of websites? 
Note: You’re welcome to use the websites below as examples, or find your own.  
Amazon.com, https://chapelhillpubliclibrary.org/, https://carnegiescience.edu/about  
IV. Developing Search Terms  
 Search terms: Search terms are words typed into a search engine to find results that 
are related to what you are looking for. For example, if you would like to adopt a cat, 
“cat” might become one of your search terms because this is the kind of pet you are 
looking for.  
 
 Offer an example of a good search terms, verses search terms that are not helpful. For 
example, “Where can I get a pet” or “pet” or “Cat” likely will not be search terms that 
will let you find a cat to adopt in your local area.  
 
 Search terms need to be specific to find good results. Search engines will have too 
many “options” with long questions, and not enough information with too few words. 
For example how many times does the word “the” likely appear online? This word is 
likely not a search term that would be useful.   
Activity: Developing Good Search Terms 
Imagine you and your family have just moved to Chapel Hill. You’re family has decided to 
adopt a cat, but you do not know where to go to adopt your pet because you have just moved 
to the area.  
 Step 1: Creating Search Terms: What search terms could you use to look for a place 
to adopt your pet?  
Here are some examples they might come up with: 
Adoption agency  
Shelter  
Humane society  
Rescue  
 
 
 
***Note, it can be good to let students see that they might need to include the word “cat” in 
their search to find effective results. If a student simply types in shelter, they might find an 
organization that helps people who are homeless, rather than an organization that helps pets 
find homes. This can be a useful thing to let students figure out so they know how many 
search terms they might include. 
For example, it might be most useful to include three search terms in a Google search for a 
pet cat such as “Cat”, “Rescue”, and the name of a city. For example, Cat, Rescue, Chapel 
Hill, if you want to find a cat shelter in Chapel Hill.   
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 Step 2: Using our search terms:  Now that you have composed a list of search terms, 
let’s type the terms into Google. What are your results?   
Here are some answers that you might have gotten: 
Orange County Animal Services 
Animal Protection Society 
Independent Animal Rescue 
V.  Understanding Our Research Results and Evaluating Sources 
 How might we decide which of these search results are useful? In other words, from 
the choices you’ve found, where would you find your cat and why? 
 On what criteria should we evaluate these sites?  
Possible answers & ways to evaluate the value of your source:   
 The number reviews or lack of reviews demonstrates credibility  
 The location of the shelter to your home 
 Whether or not the shelter has cats  
 Are you interested in a taking a pet from a shelter where animals might be killed, or 
will you only go to a no kill shelter?   
 Is the website up to date?  
 Are these non-profits or do these organizations hope to make money from selling 
animals?  
VII. More Practice with Search Engines:  
Activity Two: Answering Questions with Google 
Let’s try a second search just for practice. Let’s image that you are out with your family at 
barbeque for the 4th of July and the sports fanatics start to talk. They can’t remember the 
details of a football sports club. Here’s the question that Uncle Ahmed asked:  
“The club that was established in 1935 to promote safety in the game of American football 
was named after a player with what nickname?” 
*** Note: This question was taken from Google as a practice question for learning how to 
use the site.  
Here are the steps I would take to answer this question: 
 Step 1: List our search terms. What would our search terms be based on this 
question? 
“American Football Club”  “1935”  “Safety”  
 Step 2:  I would use these search terms to figure out the name of the club: Maxwell 
Football Club. Okay, now that we know what the name of the club is, what could our 
search terms be? 
“Maxwell Football Club” “named after” “Player” 
 Step 3: Okay! It looks like I found the answer!  
 “The Maxwell Football Club was established in 1935 to promote safety in the game of 
American football. Named in honor of Robert W. (Tiny) Maxwell”--Wikipedia  
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 Step 4: But how do I know if this information is reliable?  
The answer to the above question was found on Wikipedia. Wikipedia can a reliable source 
of information, but it can also be site where information is false.  
 
One of the ways, to tell if the information is accurate is to think about what’s called the 
ABCs of research.  
 
 Authority/Accuracy: Who wrote this information? Is an author listed on the website? 
Is the author part of an established education institution or other credible 
organization? Is the information free of spelling and grammatical errors?  
 
 Bias/Benefit: What reasons would the author compose this material? Who does this 
information benefit? Is the writer giving the reader specific facts? Or is the writer 
offering only their personal opinion? Is the purpose of this information to sell a 
product?  
 
 Currency: When was this information published on the web? Does the organization 
or author update the information? Is there potentially newer information on this 
subject matter that would offer more facts than presented on this source? Do all the 
links on the website work? Links that connect you to more information suggest that 
the website is regularly maintained. 
 
Test Knowledge: How do we know this information about Maxell on Wikipedia is true?  
Possible Answer: 
 There are citations that we can verify. These citations led to the official Maxwell 
Website 
VII. Organizing your information or how to use the bookmark a page feature.  
 Organizing Your Search: Being search savvy isn't just about finding 
information online. It's also about being able to save and organize the sites you've 
searched for so you can easily find them later. The simplest way to do this is to 
bookmark a site. Every web browser lets you create bookmarks (sometimes 
called favorites), and they also let you rename and organize your bookmarks. 
Even though it takes a second to create a bookmark, it can save you time because 
you won't have to search the Web to find it again.  
 
When it comes to using bookmarks, you may want to create folders for searches 
you often run in Google. For example, if you look for recipes online, you may 
want to have a bookmarks folder called “Recipes.” If you like to keep tabs on 
certain sports teams, you could have a folder dedicated to their websites, ESPN 
scores, etc.  
 
 Creating Bookmarks- A Quick Guide  
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On page 10 of the student handout, there is a guide to book marking a website. 
Tell students about this guide and use this packet together for the next activity.  
 
Activity: Ask students to create bookmark of the Orange County Animal Services 
website. 
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Appendix 3: Packets Made as Part of this Project 
Note: Packets are not to scale. Color versions of packets can be accessed through the 
Carolina Digital Repository by searching for this project. 
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